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From: Joseph Leizear
<josephl@mdsa.net>

To: "Richard Herring" <Richard.Herring@dgs.state.md.us>
CC: <kimm@mdsa.net>

Subject: old retention schedule no. 255
Attachments: Mime.822 (3149 bytes) [View] [Save As]

Richard,

We are missing our copy of an old retention schedule for the Comptroller of
the Treasury schedule no. 255. Would you by chance have this schedule on
file and if so can we get a copy of it? It has since been superseded by
schedule no. 1836 but we want to maintain a complete set of records.

Thanks,
Joe Leizear

Joe Leizear
Deputy Director of Appraisal and Description
Maryland State Archives
350 Rowe Boulevard
Annapolis, MD 21401
410.260.6463

N

Thursday - October 19, 2006 12:53 PM
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Hall of Records
Commission

•>UEST FOR RECORDS RETENTION 'DOLE
To\,^ Submitted to the Records Monogeme^ Division

Hall of Records Commission

SCHEDULE

NO. i. t. x

PAGE
NO. 1.

1. Requesting Agency

COMPTOOLtiER OF THE TREASURT

2. Division or Bureau of Requesting Agency

RETAIi SALES TAX DIVISION

3. Authorization Requested (Check only one of the squares below).

n,

•
Dispose of present accumulation. No
additional accumulation Is antici-

pated. Records have ceased to have value
to warrant retention.

B

H Establish retention schedule for re-
cords for which there Is o continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm ond destroy originals.
Originals If not microfilmed would be

retained for the period of time indicoted.

4
[torn
I I c i i •

KinINU.

I t

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

LICENSE FILE

SUei 5* x 8i"
Dates* l$Ul - -
Quantity* 26 drawers
File Arrangement* Numerical in two sexiest (1) Baltimore

City, (2) a l l others
Annual AoouaaCLationi \ dnmtr
Audlti Stats
Infetti Tea (Sea Item h)

A copy of each license issued i s retained fey the Division. Any
changes in address or business ar* noted on tte license. If the
business i s sold a new license oust be obtained. The license shorn
name, address, code amber of type of busintaSj license timber, and
aceount nun&er* The license and account nunfeera of Baltimore City
licenses are the same} tills i s not true of license* outside of
the City.

RECOmSNDATICNt RETAIN PETlrtANEOTLY.

6. Recommendation
of Halt of Records
and Board of Public
Works.

o
CO
en
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o
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7. Ardency, Division or Bureau Representative

CHIEF ACCOUNTS r

Signature X Title /7 -^Date^

Sche/nule Authorized os
Records Commission.

' ' Dote

Indicated in Col. 6 by Hall of

1

Archivist VpA

Disposal Authorized as Indicated in Col.
Public Works.

JUN 1 1 1956 Qfa^tA
Date-^^^^V

6 by Board of

Secretory



(8-1-63)

Hall of Record!
Commlnlon

1A

R^vEST FOR RECORDS RETENTION SCL^JULE
(Continuation Sheet)

SCHEDULE

NO £ 5 5
PAGE
NO. 2 ,

4.
Item
No.

5. Description of Records
Describe records accurately. Include t i t le, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet) . Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2# TAX ACCOURT FOLDED

DatesI 191)7 • •
Quantity and File Arrangement* Account Folder* ana filed

numerically in tb» following categories i

3*
1°)t

'^ )D

Baltimore Oityi

Aotive Aecounta
Sold or Discontinued Business

(Closed accounts)
Inactive Accounts (Seasonal

Businesses)

Countiest

^''•Active Accounts
Sold or Discontinued

(Closed Accounts)
Inactive Account*

(SeAsonal Bosineaaos)

Out»oT«Stftto and Waaldngton, D.C.t

Aotlva Accounts
Sold or Dlsconttnuad

(Cloaed Aeeoonts)
Inaetive Aocounta

(Saaeonal buainessee)

Consolidated Aeocrant*

Active Accottnts
Sold or discontinued

(Closed Accounts)

8tored at rsepartoent of Budget and
ProoufeMSsti W&ronottsoi

580 drawers

23 drawMTB

hh drawers

$20 drawers

38 drawers

5 drawsrs

60 drawers

$ drawers

S drawers

16 drawers

1 drawer

o
c i

O ^

UJ o

5

cog

Sold or Discantinoed
(Closed Account8),all categories 288 drawers or

transfiles
Sales Tax Hentfaly Heport (Form RSTD 3

(RdAoTsd from active accounts for
years July 15>U7-Oeo«nto«r 19$0) 116. transfiles

Total 2,250 cubic feet la 1,501 drawers

Annual Accumulation! 16$ drawers, 250 cubic feet)
Audltt State and Division
Indexi Yes (See Item k)

•f

•'. t o
an

CO *J

5



IAFORM yj..£M

Hall of Record!
Commlttion

RW >EST FOR RECORDS RETENTION SCh
(Continuation Sheet)

.JULE
SCHEDULE
NO. ' 255
PAGE
NO. 3.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A.

B.

\ \V

Any business or Individual dealing in eonftodltieii taxable under
the Retail Sales lav smst f i le monthly report* with the Division.
A folder for each such business i s maintained containing the
following recordat

RSTD-1

RSTD-3

RSTD-9

RSTD-36
RSTD-032
IISTD-O38
RSTD-Oltf
RSTD-088
RSTD-09?

H3TD-2U7

Application for Maryland Retail Sales and Use Tax
ULeense

Retail Sales and Use tax Report (monthly) • althon^i
different colored t w m are used* information on
the form Is idanticali

Unite - Baltioore City
Qreen - County
Yellow * Out-of-State
Tellenr with Red Margin - Hashing, D. C.

Other fonts vhich may be in the folder aret

Retail Seles and Use Tax Report • annual. (Discon-
tinuad lnl9U8)

Chanoe of Address
Use Tax Report
Amended Return
License Cancellation
Assessment
Notification of Delinquency or Penalty and Interest

Charges
Betail Sales and Use Tax Report • Raoe Track Vendors

o
CO

Q SS
LU O

o

s

RB00JWS3fl)ATICNl

RECOWPJtDATIOfil

IEDOER CARDS

RETAIN RKTAIL SALB3 AND USE TAX REPORTS (FOKM
RSTD-3) and THB ARNUAL REPORT (BSTD-9) FCR SIX
TEARS AHD THEN DESTROT.

RETAIH ALL OTHER RECORDS UWTIL THE ACCOUNT I S
CL0Sg& AM) FOR SIX TSARS THEREAFTER AND THEN
DESTROT.

^ '

Fora Ro.I RSTD-125
Siset 5« x8«
Bates i 19li7 - «
Quantity! 36 trays oetive, UO trays inactive,

36 cubic feet storage (100 cdbic feet total)
File Arrangeaenti Muaerieal
AoouDralationt 30 otMc feat total)
Disposable Amounts 38 oobic feet
Auditi State and Division
Xndext Tea (see Item Jb)

r-~. -'

V • •-

— -"CO

C"
C2

1)
<->

O

A ledger card is prepared for each licensee. It shows the monthly



FORM .HR-WM
(9-1-83)

Hall of Record*

Commission

1A

R L ^ J E S T FOR RECORDS RETENTION SCk-JULE
(Continuation Sheet)

SCHEDULE
N0 255
PAGE ,
NO. It*

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

U.

6.

payments, the total payments to date* sad the polled covered by
the payment* The cords are designed for four years* entries*
fawy four years new cards for ell native accounts are prepared!
replaced cards are placed in the inactive file and earlier cards
are sent to storage.

RECOttERDATXORf RETAIN WHILE CURRENT ARO FOR AH ADDITIONAL SIX
TEARS THEREAFTER* TUBS EB8TRCT.

HTDE3C TO TAX ACCOOffTS

Siae« 3"x£«
Dateat I°li7 - «
Quantity* ll& drawers (12 dubto feat)
File Arraagemmtt Alphabetical

Inf oraation shown on the index Is name* address, license mwber,
account nunber, and business classification* At present (Hay, 19$6)
cards of sold or discontinued busineessa are baing removed and
placed in a separate isaoUve file*

REOOmENDATIONl RETAIH PERHAHEIfTU*

0 ^ TAX RgPORI

F o r a Ho. i RSTJW)32
Sissi e ^ s t U *
Datesi 19U7 - -
Quantity* 12 drawers (18 odbta feet)
f i l e Arrangewnti Alphabetical
Annual Aceutsulationt 2 drawerq
Disposable Amoutitt 3 draners (U| wtota feat)
A«diti State Q& &**- CUC£)~ if^^S^

Tangible personal property purchased froa an unlicensed vendor
nost be reported to the Division on this form and the tax paid*
The report is eubsdtted eithsr br the vender or the purchaser.
Very little reference is wade to the Reports after the audit is
oomplated.

RECOmEHDATIONi RETAIN FOK SIX ZSAB3.

VALIDATIMa RBCCRD9

Datesi 19^0 - -
Quantity i 20 drawers in office plus £0 oubio feet storage

(total 60 cubic feet)
File ArrangeBsntf Chronological
Annual AcoumulAtlom Ik cubic feat
Disposable Amountt 30 cubic feet
Auditi State

o

L U

O

or
CL.

G O
C O
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o
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FORM AR-HM
(B-i-es)

Hall of Record*
Commlttlon

(A

Rk_ yEST FOR RECORDS RETENTION SCK^ULE
(Continuation Sheet)

SCHEDULE
NO. 255
PAGE
NO. $ »

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

8.

A careful chock on dai3y receipts l a maintained thereby errors are
picked up and oorreeted immediately.

KSTD-121 KOTO Ticket - oceompoiAoB each "baton" of 7J» monthly
returns ea they are proeeaaed, e&oh processing
action l a noted on the tLokeW

Validating Machine Tape « prepared a t t ine «nwuat
indicnted on tha return I s obookftd against the
amoaat shown on ttoe oboek*

Posting Kaohina Tape - prepared aa entries era posted
t o the indivlrfoal ttocotat ledger oardt.

Monthly Trial BBXBOM Tapes

BECCS«ENDAIIOK| RSTAIS FOR THRSE T8AB3 CR UOTH» AUDITED, WHICHEVER
19 LAT3SR, ASD THfflS IStSTRQJr*

ffltHF£10WT/lI£ _» K(BI~reOf IT XHSTITUTIOIC?

Siaei 5» x 8"
Datesi 19U7 • -
Quantity! 2 drav&rn
File Arsangcsaimtt Romirleal
Annual AeetnB&Atiani 1 or 2 linear inohea
Indexi Xeat elphabetleel

Kon-profit inartltatiow and oyganloAtlcna are eanqprted from the
paynont of the Sales Tax* foewiptlon Certifioataa are iamsd on
a pre-nugft>erod form, a copy of vfcLoh la retained In a nuawrical
file* A carbon copy oo plain paper la retained la an alphabetical
f i le , dace the exaction la granted I t need not be renevad. The
certificate ehowe nane* addreea^ and eertlfioate ntsnber*

RECOMMENDATION i RBTA1H PESMfiKEHTIiT»

BQW~PRCFIT IKBTITuTIOH EHgtTTIOS CCRRBaPCWDBBCB

DAtsaj I9h? - -
Quantitgri 3 draMora
File Arrangeaenti Alphabetioal
Annual Aco«milationi 2 to k linear inohea
Diepoaable Amount! 1 drone?

CO
CO

UJ O

Q_ o
CJ>
UJ
OS

§

in

-• l o
• . 1

.3

C8

Q

Correspondence with variooa inatitutiona and erganlaaUona eonoernsK
tdtn oiomption froa the Sale* and 0*e Taau The file la referred to
for adminlatratlTe porpoaea partloulaily to eatabllah preeedente aa
a baala for approving «r refuaing an easaqptloa application and for



1 *CRM HR-VIM

(oil of Rtcordt
Commliilon

kw^JEST FOR RECORDS RETENTION SC^OUU
(Continuation Sheet)

SCHEDULE
NO. 255
PAGE ,
NO. 6«

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive date's, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Boord of Public
Works.

9.

9

20.

review i f cm organisat ion ohanges i t s scope o f operation*

HSCCMffiHDATIOHt RETAIN ?0ft THRSE IgARSj TO3B HBMCWfg AHP RETAIN
PBKMAHSHTItF RECORDS HfttllW CiffhrlHUXNu ABMIH13TRA-
TI7B AMD U8AL VALUE AMD DESTROT ALT. OTHER XATBRIAL.

FUEL TAX KJOSHPTICW

Siae i 8J* X U «
Dateai 19U7 - -
Quantity* Hi drawsra
F i l s Arranganwnti Suoerioe l
Xnd«xt Tea

Certain types of f u e l s a l s a («2«etsleitgr» staara, gfts, c o a l , and
o i l ) ara 63aw?>t troitt the operation o f th» SalAa Tax* Tb» Applloa*
t ion for Examption (Pom R3TD-16) about t l » appl icant 'a nama*
addro«af typo of btutln*Mt tune o f eaeasmaf «*M> tDpfOiea t t e fual«
tb» iwtar nanbara, t b e purpose or use o f tbe f a s ! and raason t h e
purohaae i » exBttpb, Upon approval o f the Application an Eaanption
Ovrtifleattt (Fora RSTD-UB) i s isaoed* sbonLng tgrpt of fue l* pur*
ehaaar4 ae t er nuabgre» w^ipl iar, and a f fao t ivo 4«t« of owrt i f ioa ta .
The c a r t i f i c a t a i a panaanant, ohangas i n «r tar nos&ara or exqjpliara

CO
CO

14LJ O

ct: oc
o-S

are noted on tho original applications and eertifJUtatas.

The index, oft 3" x J>" cardlty i s fiXad alpha1>atioal3j' and shows the
mm of the organisation aXBmpted* exaoption ntfedsar and mq^LLor*a
nama.

BECfftreiTOATIORi RETAI8 UfilUS APPLICANT RBKAIT© IK BUaXJJESS AJTD
' PQH THREE TSARS THEHEAFH3R, THEH nSSTROT,

KSKUKD F1K5 - -

Dates i 19ii7 - *
Quantityi U drauwra
File ArrattflMBsnti Alphabetloal
Annual Accumulationt & drawer
Auditt State

This f i l e contains a l l records concerned with a refund* suoh as
coorraspondanee, audit work sheets^ invoicas in support of proof
of payment, Rotail Solas and Oae Tax Beport (R8TD*3)» Application
for licensa (R3TD-1), invaartigators1 and auditors* wa-kaboets end
raportSf ete# The «tota i s rafeerrad to for preeadente and as suea
the majority of i t must be retained parnsnatttty*

RECQMHEHDATIOWl RB7AXX 7 0 S SIX XEAR0, TOSH REMOTE ADD RETAIN

mmmmx AH. RECORM BATUW OOOTIHUXNU XSQAZ*
AND ASKSHX8TRATZVS VAIWB AHD DESWOT ALL OHOR
HATSRIAL.

_



FORM HH-11M
(9-1'BS)

Ho|1 of Record
Commtition

I A

Rw >EST FOR RECORDS RETENTION SCk-JULE
(Conrinuotion Sheet)

SCHEDULE
NO. 255
PAGE
NO.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feetl. Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

11. ADKIHISnUTIVS ACCOOWTCTP RECCRPS

Driest I9li7 - -
Quantity! I I drawers In off ice. 1$ boms l a storage

(tota l U6 cubic feet)
File Arrangeasntt Chronologioal
Annual Aeeusralatleni 6 cubla feet
Auditt State

This item includes a l l standard accounting f o n u used by State
agencies a* supporting data t o the f inal book of entry* The f inal
books of entry are to be retained permanently* Specifically these
supporting records ere<

Fora Ho«

B-l-S
7 B-l and B-J
/ M)-1

R-2 (foraerly KR̂ -2)

Comptroller of the Treasury

HttBovandusj of AdJttstArafe
SiatributLoo of Cbarses
Transsittal
Certlficato of Deposit and Bank Daposit Sl ip
Monthly Report of State Finds Oolleoted and

Deposited
Distribution eS Unexpended and Obligated

Balances
Monthly StateseBt of Balances -

o
CO

O
CJ>

CT5 C / )

° O

O- "8

O

3=

Purohaalng Bureau (Departaent of Budget and Froeureaent)

1-A
L7-A
100-16
39-A and IjO-A
CF»2
CP-1
100/2U
27-A
CF-3
26-A
52
51

Requisition for Supplies
Purchase Order
Out-of"Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Etaergeney and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoioe
Notice of Award of Contract
Credit {fasBorandun
Report of Partial Delivery

Budget Bureau (Department of Budget and Procurement)

BB-1 (Rev.)

li.P. Inv. R101
B.P. Inv* R1O2
B,P. Inv, 6

Budget Form R60.

Formrly BB-1 end DB-2
Budget Schedule AnuMtasnt Sheet
Report of fixed AamUt (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)
Budget Estimate© Fiscal Tear (13 pages



FORM JjR-rtM IA
(BO-US)

Hall of Record*

Commiulon

Rw.JBT FOR RECORDS RETENTION SCt^DULE
(Continuation Sheet)

SCHEDULE
NO. r-r-.25b
PAGE
HO. 8.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

12.

^Others

RSTD-21? Dally Report of Absentees
RSTD-bO Xlaw Report

Expense* Invoices
Vendors Invoices

^Bank Deposit Slips
z*ank Statements
Bank Deposit Receipts
Canceled Checks
Cheek Stubs

HRCOWTCHDATIOHl RETAIR FCR THRSB TS&S3 OH UUZL AUDITED, WHICHEVER
IS LATER, AND TBEH BBSTR0T.

ACCOOOTIWO HBCCRP3 FOR WHICH DISPOSAL HA3 BB8W PROTSQgP BT A

m a w . ^ccg^rRET^rricrTOgrotg — _ —
PAIROLL (Prior to July 1* 1953). Tbo ageaoy copy of thia poyroU
form 1« to be retained for flvo yoara or until ttiutltad, whlchorw
is later, and than destvcqMt* (Qeawral Sehedol« to. 0-1, Item 1-d,

•oved b7 the Board of Public Worke, January 11, 195b}«

CO
CO

= i

PAIROLL JOURHAL - The agency oopy i s to be retained for three yvort
or until audited, ttolehever i s laWr sad tben deotrojed. (general
Schedule Ho, 0-2. Itoa 1-d, approved by the Board of Public Work*,
January 11, 195U).

PAXROU. KICEPXICKS, Additions and^bNytteaa • ?b* agenoy copy i e
to be retained for three years or tut t l «ndited« tide&Bver iii
later, and then destroyed^ (General Sohedt&e Ko. 0-2, it*n^fJB»2 b
apprcm& by the Board of Publio Worka# Janoavy 11, 195b)« y

PAT WARRAHTS » The agency copry ia to ba retained for three yeare or
until audited, vhlchevor ie later, and then destroyed* (Oeneral
Schedule Ko, 0-3, Item 3» approved by the Board of Pvfclio Worke»
May 10, 195U>«

RECEIVISO KARRAHT8 - The agency copy ia to be retained for three
yeore or until audited, whichever ie later, end then deetroyed,
(General SehedUle Ko. 0-2), 2te» 3» approved by the Board of Publlo
Worka, Kay 10, l£$i)#

TRANSKCTTAI. FCRM E-l or S-& (Comptroller of the Treasury Form) ia
to be retained for throe yeardor until audited, whichever is later
and then destroyed* (General Schedule So, 0«£, Item 3, eppr&r&i
by the Board of Public Works, Hay 10, 19%).

*-< .'
:D -



1AroflM hn-viM
(B.I-BS)

Hall of Record
Commlttton

RL^ >EST FOR RECORDS RETENTION SCK-JULE
(Continuation Sheet)

SCHEDULE
Na 2 5 5
PAGE
MO.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, sire of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

13.

Xlv.

15.

MASTER AUTHORIZATION

This state-wide form of the Commissioner of Personnel is the author*
isation for entering the employee*s name on the payroll or for mak-
ing any changes in the pay rate. It also show* all pay deductions*

RECOMMENDATION I

LEAVE RECORDS

RETAIN WHILE BMPLGXED AND FOR THREE SEARS AFTER
BATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROT.

UJ

File includes the following recordst

Leave reoord card - Form SEQ 128-A, a standard state-vide
form prepared annually for each employe*.

Leave applications
Doctor'8 certificates

CO

o

n o

cr:

s
RECOMMENDATION! RETAIN FOR THREE 1EARS OR UNTIL AUDITED, WHICHEVER

33 LATER, AND THEN DESTROY.

MISCELLANEOUS C0RRB5PONDSHCE

Datest 19U7 - •
Quantityi U dravers
File Arrasgementf Alphabetioal byoWbijeot
Annual Acmraulationi 1 cubic foot

Correspondence conceroed with the functions of the Division* It
is vita Federal, State, local and other State agencies, business
and professional organisations* indivldualo, foulness firaa, etc.
Periodically, correspondence having no continuing value is re-
moved from the file and destroyed*

RECOMMENDATION! RETAIN FOR THREE 2EAR3j THEN BSKOVS AND RETAIN.
PERMANENTLY RECORDS HAYINO COHTIHUIMQ ADMINISTRA-
TIVE AND LEOAL VALOE AND DSSTBOT ALL OTHER MATERIAL.

16.

AUDIT AND INVESTIGATION SECTION

PROGRESS REPORT

Form No.i RSTD 200
Siaei 8fc" x l l "
Datesi June 1953 - -
Quantity* 8 dramra (12 cubic feet)
File Arrangementt Chronological
Annual Accumulationi 2 drawers

— •- tr>

O
X
5



Hall of Roeordi

Commission

1A

Rw. .JEST FOR RECORDS RETENTION SCtwDULE
(Continuation Sheet)

SCHEDULE
NO. ' rrn:255
PAGE

NO. 10*

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, sire of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

X7.

IB.

This report Is prepared by each field auditor for each M i l ha
makes* It shows the auditor's name* the lloeneee* account sad
license nuMbers, naass of persons interviewed* end * e«qplete
description of the results of tha visit* Since any actions taken
as a result of the auditor's report e m Initiated fsnedUtely end
completed vithin a short period of tine* there is little veins to
the report thereafter*

RECOMMENDATION* RETAIN FOR THRH35 YJEARS AfflVTRBN DESTROY*

DAIUT REPORT

Form Ho.i RSTD*bl
Siaet 6|" x XI"
Data 31 19ii8 --
QuaatAtyt ^ dromra active, 1$ cubia f««t inactive

(total 21 cubio feet)
File Arrangenetstt Alphabetical by nans of invastigatiou
Annual Aoeuneulationt 2 drecuera

Each auditor submits this daily report* I t shows his nans, the
date* licensee* d nans and nun&er. tins spent, any remarks, amount
oolleotsd or assessed. All calls for the day ere listed cm the
report. The report has bean found to be useful for tsacay years in
checking the activities of the investigators, particularly i f
malfeasance i s indicated* Since June 1953* a 3" Jt5" card sun*
ttarising the Daily Report has been used (see Item 1U below). This
card id l l be oesd in the future for eontinuiiig reference rattier
than the Daily Report*

RECOHMENDATIONi RETAIN DAILY REPORTS FOR THE TEARS 191*8-1953 FCR
TEN TEARS AND THEREAFTER FOR SIX TEARS ASD THKH
DB3TR0T.

AUDIT COyfROIi CARD

Fona No* 1 RBTD-JJl
Sisei y x 5"
Satest Juaa 1953 - -
Quantity! 8 drawers active« Z draware inaetiv*.
File ArrangeMNsti Alphabetical by naxte of auditor and

therein alphabeti«#d by name of firm,

A card i s prepared for each licensee visited by the auditor or
investigator. Infeneation shorn i s licensee's naae, address,
account nusber, license mimbsr» auditor* s n&ae. date assigiAed..
date report filed* anount due* snoont paid^ a brief sanaarjr of
the progress report* date closed* end on the reverse the dates
and tines of a l l calls ere noted as ere the dates progress reports
ere filed* These cards, l i te the dally reports, are used as a

00

ce az
a-8

_



1AfCRM "Hfl-RM
(0-UB3L ,

Hall of' Record*

Commission

Ri^JEST FOR RECORDS RETENTION SChwOULE
(Continuation Sheet)

SCHEDULE

NO. g>55
PAGE
NO. u.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

19.

reference Source should any questions regarding audits arise at
ease later date.

RECOftiBBDATIORl RETAIN VUII£ AUDIT® IS EHPX0S& BY THE DIVISION
AKD FOR TR8 TEARS THEREAFTBR| THEN DESTROT.

RSADIBQ FILE (Audit Section)

31ZOI 8§« X U »
Datesi 1953 - -
Quantity* 1 dranr
File Arrangenentt Chronological
Annual Accumulationi 6 inches.

This file contains a copy of all eorrospond«mci
Audit Section. Also included are inter-office
instructions, The file is used for handy referenoe.

originating in the
e and field

Another

20.

copor of the outgoing eorraspondenos 1 B filed la eltbor iha Acoouwt
Folder or the legal oerreapondenoe file as the case najr be. This
Reading File is considered non-record within the neacdAx of the
statute governing non-reeord material (Art* ltlt Sao. 155* Annotated
Code of 1951).

MASTER INDEX FIIS

Fern No. t R3n>>»£l
Slaei 3" x 5"
Datest 19U7 - -
Quantityi 30 drauers
File Arrangenenti A3^jhabetlcal ty naa» of licenses
Annual AcouMulatloni 3 drawrs

The face of this card shorn the sane information as does the Audit
Control Card (item 18 above). On the reverse* all actions, corres-
pondence, etc., are briefly noted. A new card is prepared for I
each audit mado of a particular licensee* All cards of one licensee)
are retained In the file* There la constant reference to the cards
for follow-up and comparative purposes•
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RBCOKKEHDATlOHt BETAIW IWTIL UCBU3SE SBtXS OR DISCQimKUEa
BU4UWS3 AKD FOR SIX YEARS THEREAFTER^ WStt
HESTOOT.


